
-- _-:._-__ 

OFFICE OFTHE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR? APPLICATION FOR RECORDS RETENTION SCHEDULE 

he---- 

.s, 
I 

- ~-~ .. 
FOR l__l___ AGENCY USE 

lpplication Date 

6 / 2 6 / 8 1  - ~ - 
4pplication Number 

~ ..._ 
1. Agency Address FOR RECORDS MANAGEMENT USE - __ 
Office of Comptroller General Application Number 

01-3b7 Georgia Insurance Department 
Claims and Investigation Division -Date Heceived 
337 7 Martin Luther King Drive Date Completed 

J u L  2 2  1981 

- -___I- 
- -1_- 

-. - -- 
r. Record Series Description 

Documents relating to: 

Th is  f i le contains the followhg documents (include form numbers and tirles, if any): 
Attach samples of the file. 

listing of all citizens who have made a complaint and/or 
inquiry to the Division against an insurance company 

3x5 cards 
company, and type o f  pollcy. 

Included are: containing name and address of cltizen, name of Insurance 
~ 

- ~ Atlanta, _. - Georgia - -30334 __ _. 

File isarranged: alphabetically~.-by citizen's name '.. .., . ~. I 

.. I .  - .  *. \ .  . .. j ,- . _  

.-. 2 U J B L - L  I_ ~. ~ 

- - - - - -_I - .- 
5. Monthly Reference Rate How often are records referred to which are: .. 

One to six months old 40 . Seven to twelve months old 40 ; Thirteen to twenty-four months old --_, 5-10 . 
'twenty-five honths and older 0 ' 7 .  

__ _ _ _ _  -___I l__l - 
ten 3x5 file B. Annual Rate of Accumulation of Remrdr 

Letter-size drawers ; Legalsize drawers -;Shelves ;Other IspecifyJ 
drawers 

~ . .  
1 ~ 1  . _ ~  --_~ 
9-50-71; Rev. 76 (Over) 
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! 

~~ ~ ~ ~ 

I~ 

a. Is this the official copy of the series? 

b, Uoes the series contain covidential information requiring security handling? IfGes, cite law or regulation. 
wtLwhevrcis it? I .._- ~ 

,i 
_._- ~ ~ __i~_.- 

_- I 

I .  . . ~~ 

e. When one or two documents in the file make it necessary to keep the,entire file for a l&g period, could these 
__ , ~ I _ -  

ed sewratelv? 
ineQin&.ksr&ever Dublished? I f ' v w & w L  _I -- 

in a summarized report? 
- ... -. ~ ___I_.-_._ _ _  ~ _I-_____ 

h. Is  there a duplication of th is  series in your office, or in another office or agency? 
-- ~~Jf-ues, .wherel______.-.~... ~ II .I-__ 

-.-.I.. . 

The following requires the series to be kept: 
..& 

I 
~~ _. years. d. Audit period .---years. 

4 b. Statute of limitation --,---years. e. Administrative need --___~.-.years. 
c. Federal law c years. f. Federal retention instructions .years. 

. ; . -  . .  Attach copy or excerbt of laws dr regulations. Explain administrative need. 

I 
. .  

- --. - . --.-.--II -.---I_-..__.__^I l__l_l.l___ __ ~- . 

. I3 Calendar Year: 0 Fiscal rear ;  0 Other ~ ~ ~ _ _  then, 

IIL Hold in the current fi les area 
CI transfer to lo&l holding area, hold - 
Ix Transfer to State Records Center; hold 3 I -year(s); then 
E Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-month(,) - 1 _- yeark); then 
year (5) ; then 

These instructions apply to a l l  prior and future accumulations of the series. 

Recommendations in para 
graph 12 are approved. 
(If disapproved. attach letter 
of explanation.) 


